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The DHS Payment Processing Unit (PPU) is converting certain types of bills over to 

electronic invoicing. The ETP system allows the vendor to send the bills electronically 

and the ETP system creates the payment document. The payment documents are 

routed to the PPU approval path via the ADPICS approval path. The vendors that are 

set up to send electronic invoices are: 

 Consumers Energy 

 Ricoh  

 DTE  

All offices with the new Ricoh Equipment will have their bills converted to electronic 

payments.  Those that have yet to be converted will continue to make payments via 

payment voucher process.   

For any bills that are put through this system, invoices will no longer be received by the 

local offices.  

The site references were set up based on the information provided to PPU by each 

office on the payment vouchers, and the account information was verified through each 

of the companies. Each office was also contacted to provide the overage amounts they 

would allow on the Ricoh machines per month. If the invoice is more than the overage 

amount established by the office, PPU will contact the office for approval to pay and it 

will be up to the office to determine whether changes need to be made. Please notify 

the PPU of any changes on the account so the site reference can be updated. 

As part of the review process, the PPU verifies the current payment amount to the 

previous balance on the bill for reasonableness and to ensure there are no additional 

charges such as previous balance and late fees before approving for payment. If the 

PPU notes anything out of the ordinary, the contact person for the account will be 

notified.  



As an additional check, each office should confirm that the amount looks appropriate on 

the EX-010 report based on the historical payments.  If you find a discrepancy, please 

contact the PPU.  

Each invoice is processed with a due date approximately 30 days out.  For example, a 

bill is posted in ADPICS on 2-27-12, the PPU approves it on 3-6-12 and the due date 

(the date they will get paid) is 3-21-12. It is possible the charges could show on the EX 

report for the previous month.  

The service dates can be found in the note pad of the payment document in ADPICS. 

The due date can be found on the 86 screen in RSTARS. 

Since the local offices will no longer be receiving bills for the accounts being paid 

through ETP, the PPU will be responsible for certifying the charges for those accounts. 

If you have questions, contact Dawn Guilford at Guilfordd@michigan.gov. 
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